
  

Contracts Specialist Advanced

Vocational Rehabilitation Division

Job Announcement Code: 14-00243
 
Printable Job Announcement

Deadline

February 5, 2014

Salary Information

Starting salary is between $46,451 and $76,646 per year depending on qualifications and experience, plus benefits. (For current state employees, this 

classification is in pay schedule-range 07-03. Pay upon transfer, demotion or reinstatement is based on the compensation rules applicable to the 

transaction.) A six month probationary period is required.

Introduction

The Division of Vocational Rehabilitation (DVR) is recruiting for a Contracts Specialists Advanced. The actual work location of this position has not yet 

been confirmed and will be determined based upon business needs.

Job Duties

Under the general supervision of the Section Chief of Special Projects of the Bureau of Management Services, this position functions as the statewide 

contract officer for the Division of Vocational Rehabilitation and in that capacity directs, develops and monitors services agreements, specialized 

contracts, collaborative agreements, as well as monitoring activities under the Independent Living programs.

The position is also responsible for developing and monitoring other procurement methods and programs on a statewide basis to meet vocational 

rehabilitation and independent living service needs of people with disabilities.

The position develops targeted area service agreements, compliance documents, and conducts site reviews. The position plans, coordinates and 

conducts training for service providers, monitors DVR's service agreements, reviews Affirmative Action Plans of providers to assure meeting Chapter 16 

requirements, reviews and monitors Criminal Background Mitigation Plans, service agreement appeals and complaints, and the vendor vetting process. 

The position also provides planning, technical assistance and consultation to VR service providers, DVR Administration, local WDA Directors and staff in 

the contract compliance and development process. This position is actively involved with DVR automated systems and process improvements. Quality 

assurance, customer service and active communication with senior DVR management are key components of this position's requirements.

A complete position description has been provided for your review.

Required Knowledge, Skills and Abilities

Knowledge of: federal/state policies/practices and reporting of Vocational Rehabilitation programs and independent living programs; data systems and 

management information; of technical literature and research utilization; group dynamics and conducting meetings; community rehabilitation providers 

and rehabilitation organizations—public private, voluntary; state and DWD contracting requirements, contract appeals and resolution.

Skills in: working in teams to achieve objectives; time management techniques.

Ability to: effectively express self verbally and in writing; synthesize complex statues, rules and regulations to a lay audience; use data tracking 

systems, Excel, Access and WISARD programs to aggregate monthly, quarterly and annual reports for senior management.

Background Check

Due to the nature of this position, a criminal background check will be conducted prior to making an offer of employment.

How to Apply

You are required to apply and take an examination online. The exam is available at WiscJobs. Before you begin the on-line exam process, please use 

the "Preview Exam" feature to determine if you are interested in and qualified for this position.

You will be required to upload a current resume and complete a civil service examination. Your responses to the exam will be used to determine 

your eligibility for this vacancy. Resumes may not be substituted for answering these questions.

Questions regarding the examination can be directed to Kim McPeak at 608-266-8990 or KMMJobs@dwd.wisconsin.gov.

Application/examination materials must be completed and finalized on-line by 11:59 PM on the deadline date of February 5, 2014. The application 

materials you submit are considered to be an examination. The materials will be evaluated and scored by a panel of job experts, and the most qualified 

applicants will be invited to participate in the next stage of the recruitment process.
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